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RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

1098
PACE .
MO. 1

STATE UNIVERSITIES AND COLLEGES
FROSTBURG STATE COLLEGE BIOLOGY

Item
No. Description Retention

General Correspondence

Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes,
directives, studies, policies and other miscellaneous
papers relative to this office.

Budget Reports and Purchasing Information

These are budget reports received monthly from the
Budget Office also copies of Purchase Orders and
information on equipment.

Screen annually. Destroy
material over three years
old which has no further
value. Materials which
illustrate policy
procedures and development
of the department and
college are to be trans-
ferred to the history file
for permanent retention.

Retain for three years;
then destroy.

Sdi*dul« Approved by DapoMwan',
Agancy, or Divftlon Rapre»anfofi ve

Director Of
Administrativ

1/8/87 R.iaern.uJtf/sA^J Services
Oof ftqwoiura Tltla

SdtcduU Auttteriiad!^
Hall of Raeerdt Committion

•fm^

Fig. 8
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SCPARIXBtT OF GENERAL BSC7ZCXS
Record* Management Divis ion

AQENCT RXODRDS HVSHOXI Page No.
-i-of -L-

1. Department
STATE UNIVERSITIES AND COLLEGES

2. Division
FROSTBURG STATE COLLEGE

Biology

It. Record Series and Title: (Def. A froup of records filed as a unit, used as a unit, and which
»ay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folder; include content, purpose, and
form nane(s) and number(s).

General Correspondence - Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes, directives, studies,
policies^'and other miscellaneous papers relative to this office.

flIn+4»« TTA» ft DMrMrct^ 4rrrmn+s\T^r •>!••+ fny m»fh RurAn) S»T"< niO

5. Present Volume on Hand (No. of f i l e drawers)
8.0

6. gstinated Accumulation (Yearly)

7. Audit Requii
SUte

.5
Tsderal r~l rmw
ladependant 1

LExte

cts

Internal

irnal
a, Xstiaated Actlrity p«r flit Sravert (Actiritr Ouide- HI OH (used daily)) KEDII» (once/twice

monthly) j LOW (l«ss than once montWjr). )
Currant Tear <g) K L
After 1. Trf H (|) L Aftar «hat y»ar does acUTity Ucome X0W 3 vears

?• Could Record Series be stored in the State
Records Center,

10. Reoommended Retention: Screen annually. Destroy
material over three years old. which has no further
value. Materials which illustrate policy
procedures and development of the department and
college are to-be transferred to the history file
for permanent retention.

H « Inventory prepared by Pauline L. Bittinger Dates 1/8/87

Talephoaa Humbert

(Print

689-4166

)
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KPAKBOXT OF GENERAL b u n ICES
Record* Kanafeaeat Ddrision

1» Department

STATE UNIVERSITIES

AQENCI RK0RD6

AND COLLEGES

•

0VBHDXX

2.

3.

DiTialon
^ROSTBURG

Biology

STATE COLLEGE

*>. Record Series and Title: (Def. A froup of record* filed as a unit, used as a ttnit, and which
•ay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folder; include content, purpose, and
form njurte(s) and msnber(B).

Budget Reports and Purchasing Information - These are budget reports received
monthly*- from the Budget Office also copies of Purchase Orders and information
on equipment.

(Not*; Hse A 8ffrvaT*at̂  inrnntArr •hi»#t. fni> A*rh BtaeflT"d£AT"4A8^
5* Present Volume on Hand (No, of f i le drawers) 7. Audit Reqi u i mts

6.5
"6. Estimated Accumulation (Yearly)

^ 5

State
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Federal £ZL rlnternal
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Curr«nt Tear (S) M L
After 1. Ir, H fi) L

aonthly)! LOW (less than onee aonth^r). )

After what year does ectirity beooae XOV 3 years

1. Could Record Series be stored in the State
Records Canter,

TBS /"""7 K) / T 7

M« Inventory prepared by Pauline L. Bittinger

(Print l o t ]

Tel«Fhoae Ihaobert 6 8 9 - 4 1 6 6

10, Reoonnended Retention! Retain- for' three years;
then destroy.

Dates 1/8/87
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Fig. 7


